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29 August 1951

MEMORARDUM FOR CIA RECORDS CFFICER
SUBJECTs Prelinminsry Suxvey Report of the Communieations Gffice

A study of the records protlems of the Comrmmications Office
has been comploted, The preliminaxy report, supported by attach-
nents A through €3, is submitted for review, The attachments are
1dentified as follouss

Tab A = Raquest for Records lianagement Study
Tab B = Initial Report of Study

Tab C1 = Eaekground Informatiom

Tab C2 - Statemant of the Problem

Tab C3 - Exigting Conditions and Procedures

DISCUSSION

During the eccurse of this prel l’mdy.thawopectwhich
is indicated in Tab C2, the following o were madet

. 1. Trhe Communications Office is new(see Tab C1), and une
tried, even though it once operated zs a division of the Offica of
Special Operations, There has been no adequate "shake-down® pericd
for adminigtrative procstures. As a result, a fluid situation

on eorfusion, ead.a’c.a(m Tab A, Par, 2 as an exarpls),
Any organization urdergoing i major reorganization, with its ae@mzts
taking on new and wnfamilier duties, presents the same problems,

2, As the cat.:!.re organization 13 affected so are its

parts, the Administrative Staff{including the Mail and Files

» of the Communications Office, in this case, being no
exsepticn. However, it arpears that the Mall and Files Section
hp@fmmngiujobmdm&mimhaa,mhmm
to, forrulate plans(see Tab C2, Par, 2) for the
mz!l and files activities, In fact, I baleive that this atudy
vas, in part, requestedtogainmmxrtformdlandmmgto
plane already made or in process of being made,

3. The primary difficulty confronting all units of the
Commmications Cffice is lack of time to perform necessary mail and
f1ing functions, 7This lack of time may be divided into two
mt pc'h; (2) in physi gotting documents to the activity

should take actiom, and, (b) in filing and finding of filed
umm. The actual divigion and branch flles seenm quite adequate,
although there 1s scme meed of better indexing and cross referencing,

.;"{“.' "y
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RECOMENDATIONS

In order to resolve the primary difficulty oconfyonting the
wmits of the Cormmmnications 0ffice(as outlined in Par, 3 adlove),
and to snsure maximm control of material with a minimm of
ocontrol effort, it is recommendod thatt

1, GCertain umecessary ateps now performsd in the
Mail and Filen Section, Aduinigtrative Staff, be eliminated
snd others modified as indicated belov,

e. Modify eourier receipting procecure(Tadb C3,
Par, 2b), by preparing only two coples of the courier receipt
rather than three as at present, leaving the second eopy in
the courier receipt book for the courler to sign,

b. EKliminate the handuritiem abstract(Tab C3,
Par, 2b{(14)), made Yy the Mail and Files Section supervisor,
%mmwmmwmmam(z&%
Par, 2b{20)), in oms operation, The supervisor should indicate
routing only, therely saving time for more important duties,

¢. Abdreviate all words possible, including
security classifications, when control slips sre typed.

4. Indicate only the date a document is dispatched
from the Mall and Files Section, wnless it is not the same as the
date received in the Section, thus eliminating wmecessary typing.

e, Route documents to actiom officers, not just to
divisions or btranches,

: £, Estallish a routing guide for ths router in the
Mail and Files Section. Although it may not be necessary for the
router to refer to this gulde oftem, it will provide s quick /
locator when nseded, and will ensure acourate reuting in the
absance of the Sectiom supervisor,

' gs Eliminate a1l logging and log books, except for
gimmu, 4n the Mail and Files Section(Tab C3, Par,
12) and (24)), Use oontrol alips as logs(note 'k! below and
Par, 2a, Recomendations). .

b, Establlish the mmber one coples of the conirol
slips, because of their legibility and good condition, as the
prizary Control Fwmber File,

4. Estabhlish the mmber two copies of the control
#lips as the Susponss File,

SECRET
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RECOM ENDATIONS(Cont 'nd)

| '§. Establish the mmber three copies of the control
~slips as the Source File,

k., Attach all other copies{mmbers four, five, and
six), to action documents only and forward, If the action officer
mmmmmwamtmmmmmm
return one copy of the attached eontrol alips to the and Files
Sestion with appropriate Information noted onr 1t as to where and
vhen he made the tramafer, This recormendation gucessfully
elirinates all but top secret logring in all unlts and, at the same
time, ensures a firm control of all action or confirmation coples
of documente at all times,

: 1, Dlestroy all "Betaln or Destroy" type material,
Retwrn no such documents to the Signal Cemter,

», Asaign a messenger to the Mall and Files Sectiomn
to make scheduled, and gpecial, intra-Office mail deliveries, This
mlmmalwmlww{rWdtheﬁmofs&retaﬂm
and clerks in ths divisions and branches who normally caxry suck
mall, This time could then be devoted to maintaining unit files,

2. In sddition to the above, which deals almost extluaive~
1y with the Mall end Files Section, Adninistrative Staff, it is

s. Eininate all lozzing and log books, except for
top secret documents, in all wnits of the Cammmications Office,
Use mall control slips attached to doouments(ses 1, g and k, adove),
as control medium by returning a copy each time an actlon eopy of a
docuncnt is transferred between units,

b, Destroy all "Retain or Destroy” type doouments
when thsir usefullness at an end rather than returning them to
the Mail 2nd Files Section,

3, If the above recammendstions are placed in effect, it
is felt that the individual umite, and the Mail and Files too, will
have sufficient time to emsre accurate and efficient flling, indexdng,
and oross referencing, Nowever, at some future date vhon conditloms
have beocore move settled, it may be necessary to study the files of
sach division seperately and make recommendations,

ANALYST

SECRET
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his tab nrovides a copy of the memorandum from
[ |Chief, Comumications DL ‘Ofice of
SOSOLE STETIONS, dated 25 June 1951, to the Advisor for

Mamsgement reque a review of the existing Commmications

Division f1ling system and recommendations for its improve-

tﬂ!hn:&hﬂahuxeﬂhﬁb,dimﬂnwmithe;ramwmecm*wwuma
cuuz'puﬂnau!uhﬂuz1n&hm&althanwa&f&rssmmnsﬁa&ﬂled
generally broader in scope, than indieated in the

aéhﬁ:unmwwmhmh The study was to include the fimotions
1nd procedures of the Mail and Files Scctiom, intra-0ffice
mail procedures, including conmtrol mechaniems, and
division f1les, With the aprroval
study was begun,

to mimmderstanding, soneone, evidently

mmmtmwmmmmm
R Yt
ealled the Advisor for M

dis
u&ﬂsﬂm;wmﬁ:mmﬁrh&m1h4 i
On 10 August 1931 tihds writer ealled !te
dotormine what type of study was raquired,
oonfusion vas disspelled when he verified that
ﬁunhma&n'shuw,raﬁmmtmm:tmn;bMLmﬂmasq

h /
SO Chief, Mail and
!&hussmﬂ&mh m&ﬁwunnﬁmwaEunr—imrtmrbammmhmmuma .

nomorantum of the 25th,

SECRET
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SECRET

Advieor for Mansgement 25 June 1951
THRU 3 AD/SO |
G&ﬂﬂ,cammnhmthalnwﬁﬁnn

m-mi«mtaﬁztosmmu‘mmtotumcm
iﬂﬁ&nﬁuﬁﬁiﬁﬂm!ﬁﬂ system within the Commmications Di-
vision, In this commection, it is requested that the services of
mqﬂmmmmb‘mﬁemﬂm:mm
purpose of conducting a review of the exlating filing system lead-
ing to a yecomendation of methods for its improvemant,

25X1
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INITIAL REPCRT OF RECORDS MANACEMENT STUDY

1, This tab provides a copy of nmemorandum of
25 July 1951 to the Chief, Records and Tistribution
Branch, Adminigiretive Servises, sum 7 his study of the

records protleams in the Commmiecations 0ffice from 25 Jwme to
25 My, .
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Chief, Records Management & Distributiomn Pr, - éSJﬁhrE%ﬂ

25X1

Records Study in Cammmiocationg Office

2, In the initial interview with Administrative Officer, 25X1
25X1 1t was arranged for Tonaer or wie Mall and Files activity
to intxoduce the o ranch Chiefs., Incidentally, the writer vms

25X1 3, DMecuseions wit the Branch Chiefs call attention

experiencod
with the existing flling systens with finding snough time to perform
£41ing operntions

ssrTy pepers tack and forth to the Branches will save each one an hour or
nore & day to spend in files maintenance, Pranch clerks could find more
tine for f£1les work if their owm logging operations were simplified,

5, At the same time these sbeervations were being made, the writer waas

so ommaidering how the :lles should be set up. It was obmssrved that the
case £iling in the Branches was larpgely adequate, though ercss-indaxing
is noosssary in severul cases, It des not appear reasonable to cemtralize

25X1 . was hoped that a written report eculd be made
: E ToW daye thereafter, to form the basis for initisl coxreciive
actions of Commmications 0ffice, It was 2od that ocontlimed
worlld be neoded to mwoth out some of the problems of handling material
received via pouch and of coordination of documents roquiring immediste

sgtion inwolving more than one Dranch,

b, A verbal mrogress report, incorperating these observaticns was made to
18 July, It

2
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PACKOROUND INFORMATION

1. Oz 1 July 1951 the Commmnicatioms Division, 0fflco of
Operations, became an independent organizetion on
the 0ffice level, As a result, the need arvse for dealing
with the receipt, processing, £iling, controlling, and
ddspatching of cables and other documents previoudly
handled by O7fice of Special Operations mall and file umits,
This, 4n twn, led to the establishment of the Mail and Files
Bestion, Administrative Steff,
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STATEMENT OF THE PROBLEM

1, The Adminiatrative Officer, Communications Office, is
deairous of obtaining recomendations regarding the functlions
and procedures of the newly estoblished Mail and Flles
wm) 8ection, Adninistrative Staff, and the esteblish-

of a sinplified f1ling systen for use in &ll divisions
of the Commmications 0ffice, ‘

2, In this writerb conversations with tho Administrative
0ffieer, and, more partlovlarly[ | the Mail and
Files Section Supervisor, it bocame evident that plans
pertinent to the future functions and procedures of the Mail
%5 B 20 .

had progre:sed qui Hr
of 0SO/TID had visited wi outlining
tivitieg in the 0ffice o 3 perations and

the sIniTie<a ’

an organization ~nd functions progran for the Mall
:::%gigfgmﬁﬁnu. He also left her a copy of the 0S0/IiD
mail and £ile nmamusl,

It 18 nmy impropaion that| |has mo desire to
have any help irn cotting up mall and files procedures, since
ghe baloives she already has adeguate plans, Shem\ﬁdiiks
approvel of these plang, hovever,

EGRET
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EXISTING CONDITIONS AND OPERATIONS

2, 7The Mail and Files Soction of the Administrative Staff
vecelives and dispateches all rail entering or leaving the
Commumniocations 0ffice, except cryptographie material whieh
is recelvod initially by the 3ignal Center, and some llems
coas delivered unopenad to the Assistant Director
for Comrmunications, This seetion has a staff of three,
ineluding the superviscr,

b, Mall is reeeived and dispstched by the following meanss

{1) Mall to and from 050, OPC, Signal Center, and other
oftices in L, K, and I btuildings 1s received and dispatched
in locked pouches every hour via 03S0/IID top secret courier,

(2) HMa1l to and from offices in Quarters I, other than
 the Commmications Office, is received and dispatched hourly
via CIA messengers,

(3) Special deliveries only are nads by CIA cowriers,

{4) Rmployees of the various Communlestions Office
divisiops deliver and plckup all internal (intre-Ofiice) mail
required to pass through the lMail and Files Section, lNo aet
sohednle is adhered to,

(5) 080/IID provides service for Comuunieations Office
overseas pouch traffic,

2, Mall spd Files Section

a, In addition to initial receipt and final dispatch of mall,
the Mail snd FMles Section is charged with the following duties:

(1) Review of incoming mall for abstracting, recording,

{(2) Control of incoming and outgoing meil b{ assigroent
of contrel mmbers, preperation of control alipa{Form 351},
and maintenarce of suspense records.

(3) Control of top cecret docwmants as an Aroa Top Secret
Control m@«n

SECRET
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{4) Control of intre=Office maill,

{5) Maintenance of files of control slips, peeudonyma
{eover names for individuals), and oryptonyms(cover names
for projects in vhieh the Cormunications 0ffic: has an
interest),

b, Reesipt, routing, and cortrol prosedures ars indleated
as followst

The mail sler) recoipts for all cables
and mall exvept non-cable top secret material, which 1s
receipted for by the typlst

Mail Clerk

{1} Opens enwvelopers and checke contentp vith the inside
dooument receipt,

(2) Signe receipts and places ther in outpoing mail,

(3) Sorte all documents whieh can be handled without
routing into mail distridution rack on desk,

{4} Reviews other documents to determine whether they

~ showld de routed for action, information or confirration,

{5) Belects appropriate cover shects end attaches to

(6) Determines originaters control mmber end marks
cover sheet in space Indicated for ‘ﬁmesier Bnber,

(7) Deterrines recipients control mmber and marks
cover sheet in space indipated for "Date Rocelved SA"

(8) Stemps in the "Comments" column of the cover sheet
either %EBxtra Copy To s® or urites "No Extra Copy" if orly
ome copy vas received,

(9) Checks the Mail and Files Sestion document log for

previous Mail and Files Section eontrol mmber if the document

makes reference to a previougly handled decument , PFinda

previous eontrol £lip and attaches to the doourent for infore

mation of the router,

{10) Flaces mall on the Mail ard Files Section super-
visertp desk for routing,

Approved For Release 2005/1‘?@*‘:3(&!-RDP70-0021 1R000300190003-4

25X1



Approved For Release 2005/11/21 : CIA-RDP70-00211R000300190003-4 TAB c3(Contd,)

SECRET

(11) Reads esch doousnt to determine astion bLranch and
any other routing,

(12) writes routing on cover sheots of various copies for
action, Information or confirmatlicn, :

(13) .rites additionsl(secondary) routimg of cmies on eover
shoots .a.f'tar the gtaped notation "Ixtra Copy To =7

(14) Indioates prioriiy hamiling, if neceseary,

{15) urites shetraect of the doownent in longhand on a 37 x 5
alip and attaches to documont,

(16) Inddcates suspemse date,
{17) FPlaces Jdocuments on typlatts desk,
Trpdgt
{18) writes Mall and Files Section comtrsl mmber on eover
shest and firat page of docurents,
(19) Mekea longhand entry in log shouvlng Hail and Files

Bestion control xmumber, cable or pouch mmber, other ifentifiying
mmbers, and an abatract ef the subjeet of iic doeumemt,

(20) Types 3" x 5" contrel wﬁ(}fm 35-1 in gix copy seis,
showing Fall and File Seetion ocon mmber, c eorpouchmm‘ber,
doowrent date, abatract of the subject, rauting, ané suspense date,

(21) Removes control slip copy mmber ome for {iling in the
Susponse Filejy eopy nusber two for f1ling in the Source Tlle,

{22) Stsples control siip copy mmmber three o the action or
sonfirmation copy of the document; coples four, five, and six to
the inforwation copy{ccples) of the document,

- {23) Placee documents in comploted work bagket,
Hadl Cloxk

{24) Picks up completed documents and sorts into mail

digtrituation rack, _
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{25) )Makes longhand entry in the Mail and Files Section
m)log of comtrol mmbers and wnit to which documents
vere routed,

{26) Filles the number two coples of control slips in
the Sowrcs File Yy source and comtrol number,

(27) Files the mmber ome coples of control slips in
the Suspense File, or in the regular Contrel File if not a
suspenge item, Both files arranged by control mmbers,

{28) Follows up on incoming communications requiring
action{catles = two days, priority cables = one day, memoranda
« ten days, pouches - temn days), ‘

8, Outgoling mall is processed in substanbtlally the same manner
as explained above,

B mma&mmﬁwmm%dmgefu
in ths prasent mail system except evl
finding tims to maintain their files, especially in indexing
and cross referencing.

oECRET
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